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SOCIAL SERVICES COORDINATOR 
COMMUNITY REENTRY SERVICES (CRS) 

 
Southeast Missouri Behavioral Health is designated as a Community Reentry Services provider, 
contracted through the federal Department of Justice, Bureau of Prisons (BOP).  Community Reentry 
Services clients are in the custody of the BOP, United States Attorney General, or under the supervision 
of the United States Probation Office (USPO).  Community Reentry Services clients are monitored and 
are not considered voluntary residents in our program.  Transitional Drug Abuse Treatment (TDAT), a 
BOP funded program, is provided when appropriate, to Community Reentry Services clients.    
 
QUALIFICATIONS:   
 
A degree from an accredited college or university in the field of social or behavioral science. At a 
minimum, one year of experience must be working in the social services field in a relevant position.  A 
demonstrated ability to communicate effectively in groups and public settings is essential.  Familiarity with 
computer use with such programs as Microsoft Office is essential.   
 
Must pass background check provided for the agency by the U.S. Department of Justice and the Family 
Care Safety Registry which includes the Missouri State Highway Patrol, Department of Social Services, 
Department of Mental Health and Department of Health and Senior Services.  Must not be on any “do not 
hire” list with the Department of Mental Health or the Missouri Division of Family Services.   
 
SUPERVISION: 
 
The Social Services Coordinator position is supervised and evaluated by the Director of Community 
Reentry Services or designee.   This position has no supervisory responsibility. 
 
ESSENTIAL FUNCTIONS: 
 
The Social Services Coordinator is responsible for a wide range of networking activities to promote the 
successful transition and reentry of clients back into the community where they will be residing.  The ideal 
candidate will identify the unique re-entry needs of each resident, matching resident needs to resources 
and activities focused on the following domains:  employment, housing, social connectedness, reducing 
criminality, and abstinence.  The Social Services Coordinator cultivates relationships with local and 
regional social services agencies, housing resources including rental property owners, public and 
privately owned businesses, among others. 
 
The Social Services Coordinator has the demonstrated ability to work in teams, establish and reach 
benchmarks, and operate as an ambassador at large on behalf of the corrections program and clients, 
promoting the program while securing an important second chance for the clients we serve.  This position 
requires excellent communication skills and an ability to multi-task and coordinate services with a variety 
of contractual and community stakeholders.  Regular and consistent attendance is an essential job 
function. 
 
DUTIES INCLUDE: 
 
Assist the Reentry Case Manager with resident Program Planning with emphasis on employment, 
housing, and qualifying benefits available.  
 
Assist the Reentry Case Manager with input for completion of resident weekly and bi-weekly reviews of 
the Individual Reentry Plan. 
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Develop and coordinate reentry programs for all residents but ensuring offenders with special needs; i.e. 
sex offenders, medical issues, mental health disorders, specialized female programming are addressed 
during their initial case interview and upon completion of orientation. 
 
Provide the initial employment/vocational intake and assessment services for each resident. 
 
Promote family involvement in the program planning process. 
 
Providing resident employment assistance to include job placement resources within and outside of the 
program site, assisting residents with on-line resources, resume writing, proper dress and interview 
techniques training, employment job fairs, and matching a resident’s skill level to actual job placement. 
 
Provide money management skills instruction to residents. 
 
Conduct the initial telephone verification of resident employment, advise the employer of the resident’s 
legal status, on-site visits within the first seven calendar days and conduct phone or on-site visits 
thereafter.  
 
Acts as a productive member of PRT and provide employment input on each resident when requested. 
 
Facilitates the Transitions Skills Journal program and other evidenced-based programming as assigned. 
 
Be vigilant of new potential employers in the community and conduct in-person interviews with same. 
 
Provide a monthly report to the Residential Reentry Management (RRM) Office of percentage of CRS 
residents employed, unemployed, and disabled. 
 
Administer incident reports (formal and informal) for CRS residents who continue to remain unemployed.  
 
Assist CRS Director with and provide RRM Office a monthly list of Authorized Resident Drivers.  
 
Assist CRS Director with maintaining telephonic and in-person contact with Institution Reentry Affairs 
Coordinators, who can assist CRS staff in numerous ways.  
 
Work with individual clients in securing and sustaining gainful employment in the community.  This 
requires developing close ties with employers to remove barriers to employment and successfully placing 
reentry residents in gainful employment.   
 
Identify clients who are disabled or otherwise unable to work, providing both volunteer and community 
service opportunities to provide structure to their daily routine. 
 
Work with individual clients to remove barriers to housing that is safe for the resident and the public.  The 
SSC promotes the housing of special needs offenders by working closely with the assigned Reentry Case 
Manager. 
 
Participate and attend the OES certification training provided by the BOP. 
 
Document all activities in the services rendered database. 
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Professional Growth and Credentialing 
Social Service Coordinators are expected to demonstrate a continuing level of knowledge and proficiency 
for dealing with clients on their caseload by obtaining certification as a Certified Criminal Justice 
Addictions Professional (CCJP) through the Missouri Credentialing Board (MCB).   
 
Social Service Coordinators must obtain their credential as described above within 6 months of their 
meeting MCB’s criteria for application. 
 
Work toward credentialing must be included in the Social Service Coordinators’ Education and Training 
Plan that is developed in concert with their supervisor.   
 
Follows the Agency’s application process for initial certification and recertification. 
 
All staff members are required to complete coursework as assigned within the Relias Learning 
Management System (Relias) in a timely fashion and to apply concepts learned to their daily work.   
  
Failure to advance through the credentialing process or to complete courses in Relias may be reason for 
job action.   
 
All employees, upon hearing, seeing or reading about matters that may have the potential to cause legal, 
political, or medical harm to any client or employee of Southeast Missouri Behavioral Health, or to the 
Agency itself, are required to report that information to their supervisor immediately.  Supervisors will 
continue reporting up the chain of command to insure the information reaches a member of the Executive 
Staff as soon as possible.  This reporting is also required for matters involving any gross departure from 
approved procedures and/or program compliance failures.  All employees are required to report any 
suspected violation of agency policies and procedures and/or federal guidelines, including but not limited 
to the acceptance of gifts, regardless of value, to and from clients or staff and clients; relationships 
between clients and client and staff that may be inappropriate, unethical, nontherapeutic or in violation of 
agency guidelines; any suspected abuse [physical, verbal, sexual, or psychological] of a client or staff 
member by a client or by a staff member.  
 
Southeast Missouri Behavioral Health uses a no-reprisal approach for any employee who in good faith 
reports issues of potential legal, political, or medical concern.  Employees may openly and honestly report 
any suspected wrong-doing without fear of reproach or retaliation. 
 
Will cooperate fully with any investigative authority by providing pertinent information that they may 
possess to the investigative authority.  Full cooperation includes truthfully responding to all questions, and 
if requested, providing signed affidavits.  Investigative authorities include, but are not limited to, 
investigations conducted by the U.S. Department of Justice, (for example Federal Bureau of Investigation, 
U.S.  Marshals Service, Office of the Inspector General, Office of Professional Responsibility, Bureau of 
Prisons Special Investigative Supervisor, Equal Employment Opportunity Investigator, etc.), or any other 
agent or agency the Contracting Officer’s Technical Representative authorizes or directs to conduct an 
investigation.  
 
The intent of this job description is to provide a representative summary of duties and responsibilities that 
will be required of positions given this title and shall not be construed as a declaration of specific duties 
and responsibilities of any particular position.  Employees may be requested to perform job-related tasks 
other than those specifically presented in this description. 
 
 
________________________________________                    __________________________ 
Signature                                                                                     Date 
 


